
7 3  I I  --- ~. 
. >  .. .. II 

L _ -  .. 
OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AN0 HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 
. .  

L RECORDS MANAGEMENT DIVISION 

, Dates of Series 
arliest Latest 

1961 I To Date 

INSTRUCTIONS: See Publication No. 76-!?M-! for instructions on completing this form.:forward signed original to 
DeDartment of Archives and History. Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

I 

5. Records Series Title (followed by title used in office; if different) 

O f f i c e  of Adminis t ra t ive  S e r v i c e s  Subjec t  F i l e s  
- 

Attention: Scheduling Section. 

FOR AGENCY US€ I 1. Agency Address. I FOR RECORDS MANAGEMENT USE ' 
Application Number 

Date Completed 

I-?-\-=\ I ~ / - r q - % J  
Telephone Number 

pplication Date Department of Education 
O f f i c e  of Adminis t ra t ive  Se rv ices  
233 S t a t e  O f f i c e  Building 
Atlanta, Georgia 

~ 

, Person to Contact Working Title 
ilarv Anne Bauer P r i n c i p a l  Sec re t a ry  65 6-24 38 

- 
~ . Action Requested 

a. 0 Establish Retention Schedule; record will continue to accumulate. Merge 77-303  i n t o  77-302  
b. Dispose of present accumulation; no further accumulation anticipated. and void 7 7 - 3 0 3 .  

I 

. Record Series Description T h i s  file contains the followhg documents (include form numbers and titles, if any): 
Attach samples of the file. . ;  

Documents relating to: 
d i r e c t i n g  and coord ina t ing  suppor t ive  services by the Assoc ia te  S t a t e  
Super in tendent  of Admin i s t r a t ive  Se rv ices .  

lnduded are: 

Correspondence, memoranda, r e p o r t s ,  p roposa ls ,  pamphlets,  l e g a l  documents, 
ana lyses ,  s chedu les  and any o t h e r  type of record  p e r t a i n i n g  t o  t h e  f u n c t i o n  
of the Of f i ce .  Not included are l o c a l  school  system f i l e s .  

numer ica l ly  by u n i t  number: (1) Department of Educat ion f i l e s ,  i nc lud ing  
S t a t e  Board; (2 )  O f f i c e  of Adminis t ra t ive  Se rv ices  f i l e s .  . a l p h a b e t i c a l l y  
by  s u b j e c t :  General  Subjec t  F i l e s ;  ch rono log ica l ly  by year :  Revenue , File is arranged: 

\ Bond ' f i l e s  (1961-76 Only).  -- 
I. Monthly Reference Rate How often are records referred to which are: 

9ne to six months old ; Seven to twelve months old ; Thirteen to twenty-four months old ---; 

t w v f i v e  months and older ' - ? 
).Annual %te of Accumulation of Records 

Letter-sire drawers . ; Legal-iize drawers 3; Shelves ;Other (specify) 

~. 
3-SG-71; Rw. 76 : . . .. (OW) 7 .  . .~ .. ~. 



S 

this series ever analyzed and/or recorded in a summarized report? 

tion of this series in your office, or in another office or agency? 
_- 

on of it1 reaularlv microfilmed? 

Retention R.equirements 

years. d. Audit period years. 
years. 

a. State Law 
b. Statute of limitation ---years. e. Administrative need 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

The following requ.ires the series to be kept: 
. - 

2+ 

L .  ~ 

. _ ' I '  . , '  . _  , .  
7 

' i. I . . I .  ' .  . , ~ , I  ~ ~ . , (  . .  . . . I <  . . . , ? ,  . .  
. .  

. .  
Approved Disposition Instructions This agency recommends that the f i le series be cut off a t  the end of each: 

' . Calendar Year; 0 Fiscal Year; 0 Other then, 

IX Hold in the current files area --month(s) -L--- year(sl; then 
0 Transfer to  local holding area; hold 
0 'Transfer to State Records Center; hold 
0 Destroy. 

0 Other (Specify) 

year(s); then 
year(s); then 

. 
Transfer to State Archives for permanent retention. 

- :. - -_ NO 10. Questionnaire (Place an "X" in the proper column) -,?-, 9. - 
, .  a. Is  this the official copy of the series? . ~. 

. .  If not. where is it? . . .  

b. Does the series contain confidential information requiring security handling? If yes, dte law or regulation. 
X i 

These instructions apply to a l l  prior and future accumulations of the series. \ 



APPLICATION FOR RECORD; RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-! for instructioos on completing this form; Forward signed original to 
Department of Archives and History. Records Management Division, 330 Capitol Avenu;, Atlanta, Georgia, 30334, 

- 
OFFICE OF THE SEI 

DEPARTMENT OF AR 
RECORDS MANA 

Attention: Scheduling Section. -- - 
FOR AGENCY USE I 1. Agency Address -_ 

.Department of Education 

233 State Office Building 
.. ._ 'Office of Administrative Services 

rpplication Date 

- 
Atlanta, Georgia 30334 -- ~ _ _ . ~ - - . _ _ i .  .__~_.___ ~ ~ 

18 - 
!. Person to Contact Working Title 

FOR RECORDS MANAGEMENT USE - _- 
Application Number 

77-382 _ _ _  
Date Received Date Completed 

656-2438 ~ ~ ~~ ~~ 

~ ~.-. 
Administrative Secretary 

~- - ___ ~ . 
Mary Calhoun 

.- __ I_..__ ~ 

r A & o n  Requested 
a. 
b. 

0 EstaDiisn Retention Schedule: record will continue to  accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

-c. _U-Amn_d A lication No. - Check One: [I Change; 0 Supercede; [I Void -__. 
I. Dates of Series b i y - l E r d s  Series Title (followed by title used in office; if different) 
iarliest 

TDivision and Office F u n e n  
196QT0 ~~t~ OFFICE OF ADMINISTRATIVE SERVICES SUBJECT FILES 

._I.-- __ - _.I_. __ -____I 

What i s  @e function of the Division and the Office in wfiich this record series IS created? 

The Office of Administrative Services directs and coordinates supportive 
services to both local school systems and the State Department of Education through 
a variety of activities including, but not limited to, planning and evaluation, 
school food services, school plant services, school transportation services, liaison 
with local school systems, accounting services, grants management, financial review, 
H)P systems and procedures 
information services, and general services. 

services, surplus property services, publications and 

__I_-___ - 
I. Rewrd Series Description This file contains the following documents (include form numbers and titles, if any): 

Attach samples of the file. 
Documents relating to: .di.re$t_&ng ~aILi,+o.??$+n+ti?g . s ~ p P o r - ~ ~ V ~  +erV.+Ce? ~ to . ;the.%?ar.tment, -. -~ Of Educati' 

g-.-::;. c ;  A ? , :  - L : W ~ ~ ,  5 . . 5 r c Z ~ -  1.;::: s :GI 5, -~:cT a :, _ _ c  - - - ~  . ~~ 

Included are: reports, forms, pamphlets, legal documents, analyses, schedules, proposals, and 
any other type record relating to Degartmedt .of Education. I Not included -are local 
&choo€ sykterd and correspondence files. 

- 

File is divided into four sections: 
Revenue Bond Files ,-I acranged qhrorro-logically 
Civic and Professional Files,-arranged alphabetically. 
_ -  6Genetal Subject Files, arranged alphabetically. 
State Board of Fducation File, arranged chronologically. 

.l_li___I_ -. _~__s____ 

I. Monthly Referenca Rate How often are records referred to which are: 

One to six months oid -3; Seven to twelve months old 3; Thirteen to twenty-four months old 1; 
twenty-five months and older ' ? _ _ ~ ~ ~  ~ 

2 Letter-size . .. arawers ; Legal-size drawers ---; Shelves --: Other (specify) 2Li.nea.L .f&. Pub-.--- 
I. Annual Rate of Accumulationof Rswrdr 

1. 



. - ~ . - ~ _ 1 1 ~  -I-~ri-=--e _ 
I. 

I ____j  _-- - ...-___ - .- ~ _ . i ~ . ~ ~ _ ~  ~ .. -~ -~ -. 
A. lO-Qucstionnaire -!Place an "X~" in theproper col_umn) ,, ~~~_____I_-_-~_ 

* I - ~ p  r .~ 
-~ 

a. Is this the official copy of the series? 

b, Does the series Contain confidential information requiring security handling? If yes, qite law or regulation. 

4 .  __Knotwhere 'is it? -~ 
. ,  I..I -_.-_-~__ .- 

.̂I ~_ c. Is  this -. a vital record? 1, 

~ _ ~ _ _ I  

d. Does this series have historical or long term research value? __I.I . ~ __ 
e. When one or two documents in th8 file make it necessary to keep the entire file for a long period, could these 
- - d p c m n f s  be scheduled fam ratelv? 

n Eontained in-!&, s x i a . w e r n u h - ! b e s d m &  ~ P L  - -_ 
dntained in this series ever analyzed and/or rekded in a summarized report? 

L f - Y e L - -  __- - - __ . -  . -  

h. Is there a duplication of th i s  series in your office, or in another office or agency? 
- I f . u e ~ w h e L -  
_L luh$ series lor anmior wru b n  Q f i t l l Q d L -  _-- 

a. State Law ~ _ _ . - _ _ _ y e a r s .  0 d. Audit period 0 -years. 
years. e. Administrative need 2+ -years. b. Statute of limitation 0 

c. Federal law 0 - years. f. Federal retention instructions ~ 0 --years. 

Attach copy or excerpt of lawsbr regulations. Explain administrative need. 

These records are needed in the office for the general administration of the 
Office of Administrative Services for two years. Their availability at a remote 
location is needed for an indefinite period beyond this. 

-i - . - ~ .. ~- - _ _ _ ~  - 4sl__i_-- 

12 ADowvied Dispo$tion lnfiiuaions This agency recommends that the file seriesbe,cut otf &'ithi, end of each: 
~- -~ ~- 

. then, . . .  
. .  6 Calendar Yea~;~Fi&a-year;-O L . . bt t ie r  . ~. . ~ . .  .. . .. 

.~ 
~ @ Hold in fhe currentfiles. arei -LF-...-month7s) -2-...-:-. year(s); ~. then 

0 Transfer to lo& noiding~arga, hold ' ~ 

0 Transfer to State Rewrds Center; hold ~ - : .  

.~ 

, - ~ ~. -~ ~~ - , .  i . .  ~ . ,  ~' . , .. - 
. . ~. ~ - . .  

t- 
0 Destroy. 

0 Other fspecify) 

~ 

Transfer to State Archives for permanent retention. 

.~ . . 
< '  . .  . . -  . ~ ..~ . ~~ 

. , i .  -.~ . , '  
. _  . .: . . ~ ,  . 

. .  I. ,., 
. .  ~. ,. . . - .I 

These instructions apply to all prior and future accumulations of the series. 
' ~ 

. . >  
~~~~ 

.~ . .  ~~ . . _ .  

-. . . ,  . ~ > . .  . .  . .. . _  

L .gate__,-J-- Retards Management ~ O f f f ( S i g n a t u m )  : I . Date 

Recommendations in para- 
graph 12 are approved. 
( I f  disapproved, attach letter 
of explanation.) ~ . .  


